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GENERAL  REMARKS  AND  INSTRUCTIONS. 


♦  >» 


To  understand  the  working's  of  the  system  herein  described, 
all  the  instructions  and  explanatory  notes  should  be  carefully  studied. 

The  system  is  described  in  the  following  classification  sheets.  A 
sheet  is  included  for  each  general  account,  and  following  that  a  sheet 
for  each  subdivision  of  that  account.  Each  classification  sheet  contains, 
first,  a  definition  of  the  account,  then,  in  considerable  detail,  a  list  of  the 
items  intended  to  be  charged  to  that  account.  If  this  list  is  not  always 
complete,  it  is  thought  it  will  be  found  to  be  sufficiently  expanded  to 
enable  those  in  charge  of  the  classification  to  meet  any  additional  cases 
which  may  arise. 

In  carrying  out  the  system,  the  following  elementary  instructions 
should  be  carefully  observed. 

All  items  of  expenditure  should  be  carefully  classified  by  the 
heads  of  departments  responsible  therefor. 

The  classification  should  be  noted  on  orders  and  requisitions  as 
issued  and  corresponding  notes  made  upon  the  bills  as  received  and 
upon  the  vouchers. 

When  bills  and  vouchers  contain  amounts  chargeable  to  several 
accounts,  the  account  to  which  the  item  is  to  be  charged  should  be 
noted  opposite  the  amount  of  the  bill  and  also  on  the  face  of  the 
voucher. 

All  possible  care  should  be  taken  to  make  vouchers  self- 
explanatory. 

Care  should  be  taken  in  making  charges  to  distinguish  between 
operating  items  and  construction  items. 

This  is  especially  necessary  in  case  of  construction  work  performed 
by  the  force  sometimes  employed  in  operating. 

Where  questions  arise  in  this  connection,  it  should  be  remembered 
that  a  construction  account  should  include  all  the  items  of  drafting 
and  other  preliminary  work  and  supervision,  whether  work  is  done 
by  the  company's  employees  or  by  contract. 

But  discrimination  must  be  exercised,  so  as  to  preclude  the 
charging  of  a  single  dollar  of  operating  cost  into  a  construction 
account ;  and,  to  be  on  the  safe  side,  the  tendency  should  be,  when  in 
doubt,  to  charge  to  operating. 

3 

74500 


INDEX  OF  ACCOUNTS. 


■♦  * » 


A 

PAGE 

Accident  and  Damages 30 

Accounts  Payable  56 

B 

Bonds    Payable    54 

Bills  Payable   55 

C 

Construction   Poles  &  Lines 43 

Casb    47 

Capital  Stock   53 

D 

Dividends     57 

E 

Expense   24 

Executive  Expense  28 

Expense  Storeroom   2>7 

Electric  Current    38 

Electric  Sales 50 

G 

General  Expense  27 

H 

Hydraulic  Structure  Labor 13 

Hydraulic  Structure  Expense  ....   14 

Hydraulic  Structure  Repairs 15 

House  &  Land  Rental 34 

Hydraulic    Structures    41 

I 

Insurance  31 

[nterest  on  Floating  Debt 32 

Interest  on  Bonds  35 


L 

PAGE 

Line  Labor   18 

Line  Expense   19 

Line  Repairs  20 

Litigation     29 

M 

Merchandise   36 

.Miscellaneous  Improvement   46 

Merchandise  Sales   51 

O 

Operating    Accounts    7 

Office  Expense 26 

P 

Production    8 

Property  Accounts  39 

Plant     40 

Petty  Cash    48 

Profit  and  Loss  Year  58 

Profit  and  Loss 59 

S 

Salaries  Production   9 

Station   Labor    10 

Station  Expense    11 

Station  Repairs   12 

Salaries  Transmission  17 

Sub-Station  Labor   21 

Sub-Station  Expense  22 

Sub-Station  Repairs  23 

Salaries   Expense    25 

Station     Construction     &     Equip- 
ment      42 

Sub-Station  Construction  &  Equip- 
ment      45 

Storeroom    49 

Sundry  Tenants    52 

T 

Transmission    16 

Taxes    33 

Tenement  Property    44 


* 


OPERATING    ACCOUNTS. 


■♦ » ♦■ 


PRODUCTION: 

Salaries  Production. 
Station  Labor. 
Station  Expense. 
Station  Repairs. 
Hydraulic  Structure  Labor. 
Hydraulic  Structure  Expense. 
Hydraulic  Structure  Repairs. 


EXPENSE: 

Salaries   Expense. 

Office  Expense. 

General  Expense. 

Executive  Expense. 

Litigation. 

Accidents  and  Damages. 

Insurance. 


TRANSMISSION: 

Salaries  Transmission. 
Line  Labor. 
Line  Expense. 
Line  Repairs. 
Sub-station  Labor. 
Sub-station  Expense. 
Sub-station  Repairs. 


INTEREST  ON  FLOATING  DEBT. 

TAXES. 

HOUSE  &  LAND  RENTAL. 

INTEREST  ON  BONDS. 

MERCHANDISE. 

ELECTRIC  CURRENT. 


*♦ 


PRODUCTION. 


■»«♦» 


This  is  the  general  account  into  which  the  follow- 
ing accounts  will  be  closed  at  end  of  fiscal  year : 


♦ » » 


SALARIES    PRODUCTION.   

STATION  LABOR  

STATION  EXPENSE   

STATION    REPAIRS    

HYDRAULIC  STRUCTURE  LABOR   ... 
HYDRAULIC  STRUCTURE  EXPENSE 
HYDRAULIC  STRUCTURE  REPAIRS  . 


Note  : — Where  more  than  one  generating  station  is  operated  by  company, 
separate  production  accounts  for  each  should  be  kept,  designated  by  letter,  after 
each  account,  viz. :  "Salaries  Production  A,"  "Salaries  Production  B,"  etc. 

At  end  of  fiscal  year,  close  this  account  into  "Profit  and  Loss  Year  ..." 
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SALARIES    PRODUCTION. 


■♦ »» 


This  account  is  intended  to  show  salaries  and 
expenses  of  general  manager  and  assistant,  appli- 
cable to  production. 


Charge    to    this    account    proportion    of  time    and    expenses    of    general 
manager  and  his  assistant,  when  in  charge  of  production. 


Note: — At  end  of  fiscal  year,  close  this  account  into  "Production." 


STATION    LABOR. 


♦  * » 


This  account  is  intended  to  show  cost  of  all  oper- 
ating labor  at  generating  station. 


■»—» 


Labor  of  chief  engineer,  engineers,  helpers,  oilers,  wipers,  electricians, 
dynamo  tenders,  switchboard  attendants,  etc.,  employed  in  the  station 
engaged  in  production. 


Note  : — Time  of  station  men  spent  in  construction  work  and  in  repairing  station 
apparatus  should  not  be  charged  to  this  account,  but  to  proper  construction,  or  repairs 
account. 

At  end  of  fiscal  year,  close  this  account  into  "Production." 
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STATION    EXPENSE. 


#— » 


This  account  is  intended  to  show  cost  of  miscel- 
laneous supplies  and  expenses  in  connection  with 
operation  of  generating  station,  not  chargeable  to 
repairs. 


♦ » » 


Commutator  compounds,  brushes  for  dynamo,  switchboard  fuses,  pack- 
ing, gaskets,  gauge  glass,  oil  cups,  charts  for  recording  gauges,  and 
other  similar  small  supplies  not  in  the  nature  of  repairs, 

Brooms,  mops,  scrub  brushes,  cleaning  cloths,  soda,  savogram  and  other 
supplies  used  in  cleaning  station, 

Calibration  of  station  instruments  (except  where  repairs  are  necessary), 

Carbons,  globes  and  incandescent  lamps  for  station  lighting, 

Clerical  work  keeping  station  records,  and  all  clerical  work  at  station, 
except  for  storeroom, 

Hand  tools  purchased,  and  repairs  on  hand  tools,  such  as  shovels, 
barrows,  hammers,  wrenches,  hose,  etc.,  used  exclusively  at  station, 

Labor  cleaning  station,  washing  windows,  cleaning  up  station  yard, 
shoveling  snow  around  station  building, 

Repairs  to  shop  tools  at  station,  such  as  lathes,  planers,  etc.,  which, 
when  purchased,  were  charged  to  "Station  Construction  &  Equipment,*' 

Heating  and  lighting  station, 

Station  records,  reports,  blanks,  books  and  stationery  supplies  in  connec- 
tion with  generating  station, 

Towels,  ice,  soap  and  all  toilet  supplies  used  at  station, 

Telephones  at  station, 

Oil,  grease,  graphite,  waste  and  wiping  cloths  for  machinery. 


Note  : — At  end  of  fiscal  year,  close  this  account  into  "Production." 
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*♦ 


STATION    REPAIRS. 


■»  • » 


This  account  is  intended  to  show  cost  of  repairs 
and  renewals  of  station  equipment  and  buildings 
used  in  production. 


» «■ ■» 


LABOR  AND  MATERIAL  IN  THE  FOLLOWING  ITEMS: 

Painting  apparatus  and   buildings, 
Apparatus  and  electrical  equipment, 
Station  buildings. 

Fences   and   roadways,   surrounding  property,   on   which   generating   sta- 
tion stands. 


Note  : — Charge  this  account  and  credit  "Station  Construction  &  Equipment" 
with  original  or  estimated  cost  of  discarded  apparatus,  less  value  of  material 
recovered  and  placed   in  storeroom. 

At  end  of  fiscal  year,  close  this  account  into  "Production." 
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HYDRAULIC    STRUCTURE    LABOR. 


-♦ » » 


This  account  is  intended  to  show  cost  of  all  oper- 
ating- labor  employed   on  clams,  canals   and   tail 


races 


■♦ « » 


Labor  of  engineers,  patrolman,  watchman,  wheelman,  helpers,  etc. 


Note:— Time  of  hydraulic  structure  men  spent  in  construction  work  and  repair- 
ing hydraulic  structures  should  not  be  charged  to  this  account,  but  to  proper 
construction,   or   repairs  account. 

At  end  of  fiscal  year,  close  this  account  into  "Production." 
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HYDRAULIC    STRUCTURE    EXPENSE. 


■♦ »» 


This  account  is  intended  to  show  cost  of  miscel- 
laneous supplies  and  expenses  in  connection  with 
operation  of  dams,  canals,  and  tail  races,  not 
chargeable  to  repairs. 


■» » » 


Valve  packing, 

Hand    tools    purchased    and    repairs    on    hand    tools,    such    as    shovels, 

barrows,  hammers,  wrenches,  hose,  etc.,  used  exclusively  for  hydraulic 

structures, 
Dynamite  for  ice  jams, 
Grass  seed  for  embankment, 
Telephones  in  hydraulic  buildings, 
Alarm  bells  and  batteries, 
Material  and  implements  for  cleaning  structure,  building  and  roads. 


Note: — At  end  of  fiscal  year,  close  this  account  into  "Production." 


HYDRAULIC    STRUCTURE    REPAIRS. 


*«» 


This  account  is  intended  to  show  cost  of  repairs 
and  renewals  to  hydraulic  structures  used  in  pro- 
duction. 


♦  ■  » 


LABOR  AND  MATERIAL  IN  THE  FOLLOWING  ITEMS: 

Flash  boards, 

Bridges, 

Roads, 

Buildings, 

Valves, 

Penstock, 

Gates, 

Painting. 

Charge  this  account  and  credit  "Hydraulic  Structures"  with  original  or 
estimated  cost  of  discarded  apparatus  less  value  of  material  recovered 
and  placed  in  storeroom. 


Note: — At  end  of  fiscal  year,  close  this  account  into  "Production.' 

15 


TRANSMISSION. 


4— » 


This  is  the  general  account  into  which  the  follow- 
ing accounts  will  be  closed  at  end  of  fiscal  year. 


+  • » 


SALARIES   TRANSMISSION    

LINE  LABOR  

LINE    EXPENSE    

LINE  REPAIRS  

SUB-STATION   LABOR    

SUB-STATION   EXPENSE 

SUB-STATION  REPAIRS    

Where  more  than  one  sub-station  is  operated  by  company,  separate 
accounts  for  each  sub-station  should  be  kept,  designated  by  number 
after  each  account,  viz.:  "Sub-station  Labor  No.  I,"  "Sub-station  Labor 
No.  2,"  etc.,  etc. 


Note  : — At  end  of  fiscal  year,  close  this  account  into  "Profit  and  Loss  Year 
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SALARIES    TRANSMISSION. 


■♦»♦ 


This  account  is  intended  to  show  salaries  and  ex- 
penses of  general  manager  and  assistant,  appli- 
cable to  transmission. 


♦ » » 


Charge    to    this    account    proportion    of   time   and    expenses    of    general 
manager  and  his  assistant  when  in  charge  of  transmission. 


Note  : — At  end  of  fiscal  year,  close  this  account  into  "Transmission." 
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LINE   LABOR. 


♦  « » 


This  account  is  intended  to  show  cost  of  all  oper- 
ating labor  on  lines,  not  repairs. 


4  »» 


Labor  of  foreman,  linesmen,  helpers,  wiremen,  patrolman,  inspectors,  etc., 
employed  on  lines  from  generating  stations  to  sub-stations. 


Note  : — Time  of  men  spent  in  construction  work  and  in  repairing  poles  and 
lines  should  not  be  charged  to  this  account,  but  to  proper  construction,  or  repairs 
account. 

At  end  of  fiscal  year,  close  this  account  into  "Transmission." 
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LINE    EXPENSE. 


This  account  is  intended  to  show  cost  of  miscel- 
laneous supplies  and  expenses  in  connection  with 
operating  lines,  not  chargeable  to  repairs. 


♦  «» 


Hand    tools    purchased    and    repairs    on    hand    tools,    such    as    shovels, 

barrows,  hammers,  pliers,  rope,  etc.,  used  exclusively  on  lines, 
Rentals,  crossing  privileges, 

Telephones  at  line  buildings,  and  foremen's  house, 
Map  of  lines, 
Shop  rental, 

Books  and  stationery  supplies, 
Clerical  work  on  transmission. 

Traveling  expenses  pertaining  to  transmission   work, 
Pole  and  attachment  rental. 
Right  of  way  rental, 
Trimming  privilege  rental. 


Note: — At  end  of  fiscal  year,  close  this  account  into  "Transmission." 
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LINE    REPAIRS. 


■» » » 


This  account  is  intended  to  show  cost  of  repairs 
and  renewals  of  pole  and  lines  and  attachments. 


■»»» 


LABOR  AND  MATERIAL  IN  THE  FOLLOWING  ITEMS: 

Poles,  cross-arms,  pole  fittings,  line  wire,  guy  wire,  ground  connections, 
line  lightning  arresters. 


Note  : — At  end  of  fiscal  year,  close  this  account  into  "Transmission." 

Charge  this  account  and  credit  "Construction   Poles  &  Lines"  with   original  or 

estimated  value  of  old  line  replaced,  less  value  of  material  recovered  and  placed  in 

storeroom. 
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SUB-STATION    LABOR. 


«♦ « » 


This  account  is  intended  to  show  cost  of  all  oper- 
ating- labor  at  sub-station,  not  repairs. 


*»» 


Labor  operating  transformers,  batteries,  switchboards,  and  all  electrical 
apparatus  located  in  sub-stations. 


Note  : — Time  of  sub-station  men  spent  in  construction  and  in  repairing  sub- 
station apparatus  should  not  be  charged  to  this  account,  but  to  proper  construction, 
or  repairs  account. 

At  end  of  fiscal  year,  close  this  account  into  "Transmission." 
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SUB-STATION    EXPENSE. 


♦— » 


This  account  is  intended  to  show  cost  of  miscel- 
laneous supplies  and  expenses  in  connection  with 
operation  of  sub-station,  not  chargeable  to  repairs. 


■♦« » 


Books,  stationery  and  supplies, 

Lighting,  heating  and  cleaning  sub-station  buildings  and  grounds, 

Rent  of  sub-station, 

Repairs  to  shop  tools  such  as  lathes,  planers,  etc.,  which,  when  pur- 
chased, were  charged  to  "Sub- Station  Construction  &  Equipment.'' 

Telephone  in  sub-station, 

Towels,  ice,  soap  and  all  toilet  supplies  used  at  sub-station, 

Oil  and  waste, 

Brushes  for  rotaries  and  boosters, 

Switchboard  fuses, 

Commutator  compound, 

Charts  for  recording  gauges, 

Brooms,  mops,  scrub  brushes,  soda,  savograin  and  other  supplies  used 
in  cleaning  sub-station, 

Calibration  of  sub-station  instruments  (except  where  repairs  are  neces- 
sary), 

Clerical  work  keeping  sub-station  records  and  all  clerical  work  at  sub- 
station, 

Water, 

Hand  tools  purchased,  and  repairs  on  hand  tools,  such  as  shovels, 
barrows,  hammers,  wrenches,  hose,  etc.,  used  exclusively  at  sub-station. 


Note  : — At  end  of  fiscal  year,  close  this  account  into  "Transmission." 
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SUB-STATION    REPAIRS. 


*  > » 


This  account  is  intended  to  show  cost  of  repairs 
and  renewals  of  sub-station  equipment  and 
buildings. 


«» »» 


LABOR  AND  MATERIAL  IN  THE  FOLLOWING  ITEMS: 

Painting  apparatus  and  building, 
Apparatus  and  electrical  equipment, 
Sub-station  buildings. 

Fences,  roadways,  sidewalks  surrounding  property  on  which  sub-station 
stands. 


Note  : — Charge  this  account  and  credit  "Sub-Station  Construction  &  Equip- 
ment" with  original  or  estimated  cost  of  discarded  apparatus,  less  value  of  material 
recovered  and  placed  in  storeroom. 

At  end  of  fiscal  year,  close  this  account  into  "Transmission." 
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», 


EXPENSE. 


♦  * » 


This  is  the  general  account  into  which  the  follow- 
ing accounts  will  be  closed  at  end  of  fiscal  year. 


♦  *» 


SALARIES  EXPENSE  

OFFICE   EXPENSE    

GENERAL  EXPENSE  

EXECUTIVE  EXPENSE   

LITIGATION 

ACCIDENTS  AND  DAMAGES 
INSURANCE   


Note: — At  end  of  fiscal  year,  close  this  account  into  "Profit  and  Loss  Year 
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SALARIES    EXPENSE. 


<» » » 


This  account  is  intended  to  show  salaries  and  ex- 
penses of  general  manager  and  assistant  appli- 
cable to  expense. 


■»  • » 


Charge    to   this    account   proportion    of    time   and    expenses    of    general 
manager  and  his  assistant,  when  in  charge  of  commercial  business. 


Note: — At  end  of  fiscal  year,  close  this  account  into  "Expense. 
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OFFICE    EXPENSE. 


■4  »» 


This  account  is  intended  to  show  cost  of  oper- 
ating business  office. 


■♦ « » 


Rent, 

Lighting  and  heating, 

Janitor, 

Telephone, 

Water, 

Books,  stationery  and  supplies, 

Clerical  work  keeping  office  records, 

Auditing. 


Note  : — At  end  of  fiscal  year,  close  this  account  into  "Expense.' 
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GENERAL    EXPENSE. 


■♦ » » 


This  account  is  intended  to  show  expenses  not 
specifically  chargeable  to  any  other  accounts. 


■4  *  » 


Post  office  box, 

Exchange  on  remittance, 

City  or  county  maps, 

Premiums  on  surety  bonds, 

Association  clues, 

Traveling  and  hole!  expenses  attending  meetings  of  electrical  associations. 


Note: — At  end  of  fiscal  year,  close  this  account  into  "Expense." 
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EXECUTIVE    EXPENSE. 


■»  * » 


This  account  is  intended  to  show  cost  of  oper- 


ating" executive  offices. 


■» «» 


Salary  of  president,  secretary  and  treasurer, 
Clerical  salary  of  the  executive  officers'  clerks, 

Expenses    of   the   executive    officers    in   conducting   the   business    of   the 
company. 


Note  : — At  end  of  fiscal  year,  close  this  account  into  "Expense." 
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LITIGATION. 


■»  •  ♦■ 


This    account    is    intended    to    show    charges    as 
follows : 


■»«  ♦» 


Legal  costs,  other  than  those  accruing  through  accidents  and  damages, 
Retainer  fees. 


Note:— At  end  of  fiscal  year,  close  this  account  into  "Expense." 
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»» 


ACCIDENTS    AND    DAMAGES. 


♦— -» 


This  account  is  intended  to  show  cost  of  accidents 
and  damages  to  property  and  persons,  including 
employees. 


♦  * » 


Casualty  insurance  premiums, 

Damage  done  by  company's  employees  to  property  of  others. 

Legal  expenses, 

Medical  services, 

Settlement  of  claim, 

Salary  and  expenses  of  claim  agent  and  assistant. 

Wages  paid  disabled  employees  while  off  duty, 

Flowage  damages  by  flood  to  property  of  others. 


Note  : — At  end  of  fiscal  year,  close  this  account  into  "Expense." 
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INSURANCE. 


+  •♦• 


This  account  is  intended  to  show  cost  of  all  insur- 
ance on  property  of  company. 


-♦*»■ 


Fire  insurance  on  station,  offices,  storeroom  and  contents  and  all  other 
property,  except  tenement  property  (see  "House  &  Land  Rental"). 


Note  :— Journal  entry  should  be  made  each  month  charging  "Insurance-  and 
crediting  "Advance  Insurance"  with  the  proportion  of  insurance  paid  in  advance, 
applicable  to  the  month. 

At  end  of  fiscal  year,  close  this  account  into  "Expense." 
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INTEREST  ON  FLOATING  DEBT. 


■»  >» 


This  account  is  intended  to  show  cost  of  interest 
paid  on  loans  contracted  for  operating-  materials, 
supplies,  etc. 


+  >» 


Interest  on  loans, 

Interest  on  deferred  payments  for  operating  supplies. 


Note  : — Charge  this  account  and  credit  "Accrued  Interest"  on  floating  debt  each 
month  with  the  proportion  of  interest  accrued,  but  not  due  applicable  to  the  month. 

All  interest  paid  or  received  in  connection  with  funds  for  construction,  and  all 
discounts  or  premiums  resulting  from  the  negotiation  of  securities  for  construction, 
should  be  charged  or  credited  to  the  proper  construction  account. 

At  end  of  fiscal  year,  close  this  account  into  "Profit  and  Loss  Year  .  .  ." 
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TAXES. 


#  >» 


This  account  is  intended  to  show  amount  of  taxes, 
whether  paid,  due  and  not  paid,  or  accrued,  but  not 
due,  applicable  to  elapsed  period  of  current  fiscal 
year. 


+  »» 


TAXES:    CITY,  COUNTY  AND  STATE: 

Journal  entries  should  be  made  each  month  charging  '"Taxes"  and  credit- 
ing "Advance  Taxes"  or  "Accrued  Taxes"  with  the  proportion  (one- 
twelfth)  of  each  class  of  taxes,  paid  in  advance,  or  accrued  but  not  due, 
based  on  an  estimated  amount  for  the  year. 

Taxes  assessed  on  tenements  to  be  charged  to  "House  &  Land  Rental." 


Note: — At  end  of  fiscal  year,  close  this  account  into  "Profit  and  Loss  Year  . 
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»» 


HOUSE    AND    LAND    RENTAL. 


■♦  •  » 


This  account  is  intended  to  show  net  returns  from 
rental  of  tenements  and  other  properties. 


♦ » » 


All  labor  and  material  in  repairing  tenements, 

Taxes, 

Water  taxes, 

Insurance. 


Note: — Credit   this  account  and   charge   "Sundry    Tenants"    for   rentals   charged 
during  month. 

At  end  of  fiscal  year,  close  this  account  into  "Profit  and  Loss  Year  .  .  ." 
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INTEREST    ON    BONDS. 


♦— » 


This   account   is    intended    to    show    charges   as 
follows : 


♦  « » 


Coupons  on  outstanding  bonds  of  company. 


Note: — Journal  entry  should  be  made  each  month  charging  "Interest  on  Bonds" 
and  crediting  "Accrued  Interest  on  Bonds"  with  the  proportion  of  interest,  accrued 
but  not  due,  applicable  to  the  month. 

At  end  of  fiscal  year,  close  this  account  into  "Profit  and  Loss  Year  .  .  ." 
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MERCHANDISE. 


■♦»» 


This  account  is  intended  to  show  profit  derived 
from  sale  of  material  or  supplies. 


■» » » 


Charge  this  account  and  credit  "Storeroom"  at  cost  price  with  materials 

issued  from  storeroom  for  sale, 
Credit  this  account  and  charge  "Merchandise  Sales"  with  selling  price  of 

material  or  supplies. 


Note: — At  end  of  fiscal  year,  close  this  account  into  "Profit  and  Loss  Year 
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EXPENSE    STOREROOM. 


•♦*♦» 


This  account  is  intended  to  show  cost  of  labor  and 
material  for  operating  storeroom. 


-♦> » 


All  fixed,  general  and  operating  charges  pertaining  to  storeroom, 

Books  and  blanks. 

Care  of  material  and  records, 

Clerk   on   storeroom   work, 

Packing  and  loading  all  material  delivered  from  storeroom, 

Rent,  etc.. 

Such  charges  in  handling  material  as  cannot  be  worked  into  storeroom 

price  of  same, 
Taking  inventories. 
Unloading  and  unpacking  material   received  in  storeroom   (except  when 

added  to  price  of  material  handled). 


Notf.  : — This  account  to  lie  closed  monthly  into  the  various  accounts,  for  which 
there  were  issues  from  storeroom  during  month  ;  each  account  bearing  its  percentage 
of  expense  on  basis  of  total  issues  in  dollars  and  cents. 
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ELECTRIC    CURRENT. 


•» » » 


This  account  is  intended  to  show  amount  of  income 
derived  from  sale  of  electric  current  supplied  to 
consumers. 


» « » 


Credit  this  account  each  month  with  selling  value  of  current  supplied 
to  consumers,  and  charge  "Electric  Sales." 


Note  : — At  end  of  fiscal  year,  close  this  account  into  "Profit  and  Loss  Year 
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PROPERTY    ACCOUNTS. 


•♦ » » 


PLANT    

HYDRAULIC    STRUCTURE    

STATION    CONSTRUCTION   &    EQUIPMENT 

CONSTRUCTION   POLES  &  LINES 

SUB-STATION  CONSTRUCTION  &  EQUIPMENT. 

TENEMENT  PROPERTY    

MISCELLANEOUS  IMPROVEMENT   


39 


PLANT. 


» > » 


This  account  is  intended  to  show  original  cost  of 
property  as  a  whole. 


♦ « » 


40 


HYDRAULIC    STRUCTURES. 


-♦ « ♦- 


This  account  is  intended  to  show  cost  of  (labor 

and  material)   construction  of  clams,  canals,  and 
tail  races,  and  the  fixtures  connected  therewith. 


■*• » 


Real  estate, 

Flowage  rights. 

Buildings, 

Dams,  canals  and  tail  races  construction. 

Gates  and  valves. 

Bridges, 

Roads. 


NoTE._Credit  this  account  and  charge  "Hydraulic  Structure  Repairs"  with 
original  or  estimated  cost  of  discarded  apparatus,  less  value  of  material  recovered 
and  placed  in  storeroom. 
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STATION    CONSTRUCTION    AND    EQUIPMENT. 


<♦ » » 


This  account  is  intended  to  show  cost  of  (labor  and 
material)  construction  of  generating  station  and 
hydraulic  and  electric  equipment  installed  therein. 


+  *» 


Real  estate, 

Generators, 

Buildings, 

Water  wheel, 

Electric  apparatus, 

Fences  about  generating:  station  property. 

Traveling  crane. 


Note  : — Credit  this  account  and  charge  "Station  Repairs"  with  original  or 
estimated  cost  of  discarded  apparatus,  less  value  of  material  recovered  and  placed 
in  storeroom. 
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CONSTRUCTION    POLES    AND    LINES. 


♦— » 


This  account  is  intended  to  show  cost  (labor  and 
material)  of  new  poles  and  lines,  including-  rights 
of  way. 


■» » » 


All  labor  and  material  used  in  construction, 

Rights  of  way, 

Perpetual  trimming  rights,  if  right  of  way  is  not  used. 


Note: — Credit  this  account  and  charge  "Line  Repairs"  with  original  or  estimated 
value  of  old  line  replaced,  less  value  of  material  recovered  and  placed  in  storeroom. 
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TENEMENT    PROPERTY. 


♦ » » 


This  account  is  intended  to  show  cost  of  (labor  and 
material)  construction  of  tenements  on  the  prop- 
erty of  the  company. 


♦ « » 


Real  estate, 

Buildings  and  appurtenances. 
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SUB-STATION    CONSTRUCTION    AND    EQUIPMENT. 


■♦  •*■ 


This  account  is  intended  to  show  cost  of  (labor 
and  material)  construction  of  distributing  or  sub- 
station and  the  electric  equipments  installed 
therein. 


♦ » » 


Real  estate, 

Buildings, 

Generators, 

Transformers, 

Storage  batteries. 

Electric  apparatus. 

Traveling  crane. 

Fences  about  sub-station  property. 


Note: — Credit  this  account  and  charge  "Sub-station  Repairs"  with  original  or 
estimated  cost  of  discarded  apparatus,  less  value  of  material  recovered  and  placed 
in   storeroom. 
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MISCELLANEOUS  IMPROVEMENT. 


♦  > » 


This  account  is  intended  to  show  cost  (labor  and 
material)  of  additions,  extensions  and  improve- 
ments to  plant  and  property  of  company,  not 
otherwise  provided  for. 


♦  >» 


Office  furniture, 
Horses, 
Wagons, 
Etc.,  etc. 
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CASH. 


■♦ « » 


This  account  is  intended  to  show  amount  of  cash 
received  and  amount  of  cash  disbursed. 


» « » 


Charge  this  account  with  all  amounts  of  cash  received,  and  credit  with 

all  amounts  disbursed, 
Balance  of  account  will  then  represent  cash  on  hand  and  in  bank. 


Note:— If  books  are  kept  by  an  officer  other  than  the  Treasurer,  this  will  repre- 
sent the  cash  in  the  hands  of  that  officer,  and  when  that  officer  remits  surplus  funds 
to  the  Treasurer,  an  account  should  be  opened  called  "Treasurer."  Remittances  made 
to   the   Treasurer   will    be   charged   to   that    account,   and   disbursements    made  by    the 

1  reasurer    will    be    credited,    the    balance    representing    the    amount    of    cash    in    the 

Treasurer's  hands. 
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PETTY    CASH. 


■*  **■ 


This  account  is  intended  to  show  the  amount  of 
money  advanced  to  the  local  representative  for 
the  payment  of  small  sundry  bills  and  expenses. 


■»»» 


In  order  that  petty  cash  disbursements  may  be  finally  classified,  observe 
the  following  procedure: 

Set  aside  an  amount  for  a  working  fund ;  draw  check  and  voucher  to  the 
order  of  the  person  who  is  to  have  charge  of  this  fund,  and  open  an 
account  in  general  ledger  in  his  name;  record  all  disbursements  as 
made  on  open  voucher,  and  as  the  working  fund  is  depleted,  draw 
check  for  an  amount  equal  to  the  expenditures  as  far  as  made,  at  the 
same  time  close  open  voucher,  attach  petty  cash  receipts,  summarize 
classification  and  enter  on  "Accounts  Payable"  record.  Petty  cash 
voucher  should  not  remain  open  beyond  a  month. 


Note  : — This  fund  is  intended  to  pay  only  bills  under  $2,  unless  for  freight. 
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STORE    KOOM. 


♦  »» 


This  account  should  be  charged  with  total  cost  of 
all  material  received,  and  credited  with  total  cost 
of  all  material  issued,  and  is  kept  for  the  purpose 
of  enabling  the  company  to  charge  as  used,  the 
proper  operating  and  improvement  accounts,  all 
material,  the  ultimate  use  of  which,  when  paid  for, 
is  unknown.  The  balance  of  this  account  repre- 
sents value  of  material  on  hand  at  store  room  at 
end  of  month. 


♦  *» 


All  material  should  be  charged  to  "Storeroom"  when  bought,  except 
such  material  charged  direct  to  the  proper  account,  such  as  hydraulic 
structural  and  electrical  apparatus  for  first  installation  or  replacing 
discarded  apparatus, 

Repair  parts  to  be  carried  in  this  account, 

Tools  purchased  should  be  charged  to  "Storeroom"  when  bought;  when 
issued,  they  should  be  charged  to  the  account  where  first  used. 


Note  : — A  complete  inventory  should  be  taken  and  priced  at  least  once  a  year, 
for  the  purpose  of  checking  the  accuracy  of  balance  as  shown  on  books. 
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ELECTRIC    SALES. 


♦ » » 


This  account  is  intended  to  show  amount  due  from 
consumers  for  currents  supplied. 


+— ■» 


Charge  this  account  and  credit  "Electric  Current"  at  end  of  each  month 

with  total  selling  value  of  current  sold, 
Credit    this    account    with    all    payments    received    from    consumers    on 

account  of  current  sold, 
Balance  of  account  will  show  amount  outstanding  due  to  company. 
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MERCHANDISE    SALES. 


♦ » » 


This  account  is  intended  to  show  amount  due  from 
customers  for  all  sales  other  than  current  supplies. 


# » » 


Charge  this  account  and  credit  "Merchandise"  at  end  of  each  month  with 
total  amount  of  bills  rendered  for  material  and  supplies  sold  other 
than   current, 

Credit  this  account  with  all  payments  received  from  customers  on 
account  of  merchandise  sold. 

Balance  of  account  will  show  amount  outstanding  due  to  company. 
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SUNDRY    TENANTS. 


♦  »» 


This  account  is  intended  to  show  amount  due  from 
sundry  tenants  from  rental  of  tenements  and  other 
properties. 


4  • » 


Charge  this  account  and  credit  "House  &  Land  Rental"  at  end  of  each 

month  for  total  of  rental  due, 
Credit  this  account  with  payments  received  on  account  of  rentals. 


5* 


CAPITAL    STOCK. 


■»« » 


This  account  is  intended  to  show  total  par  value 
of  shares  of  capital  stock  of  company  issued  and 
outstanding.  If  capital  stock  is  divided  into 
classes,  an  account  should  be  opened  for  each  class 
under  an  appropriate  title. 


♦— » 


53 


BONDS   PAYABLE. 


-♦»»» 


This  account  is  intended  to  show  actual  amount 
of  outstanding  bonds  of  company. 


■♦«♦» 
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BILLS    PAYABLE. 


♦  *» 


This  account  is  intended  to  show  amount  of  com- 
pany's notes  outstanding. 


♦  • » 


Credit  this  account  and  charge  proper  account  with  notes  of  company 
issued  in  payment  of  hills  for  operating  materials,  supplies  or  expenses 
incurred. 

Charge  this  account  with  payments  on  account  of  notes. 
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ACCOUNTS    PAYABLE. 


4  I  » 


The  balance  of  this  account  is  intended  to  show 
total  amount  of  unpaid  bills  for  material,  sup- 
plies, wages,  etc.,  due  by  company. 


» * » 


All  bills  and  pay  rolls,  whether  for  operating  or  betterment  accounts, 
should    be    vouchered,    classified    and    listed    on    "Accounts    Payable" 
record, 
Any  bills  for  materials  in  transit,  but  not  received  at  works'  yards,  office 
or  storeroom,  before  end  of  month  (when  inventories  are  taken)  should 
not  be  included  in  this  entry,  but  should  be  held  over  and  treated  as  if 
they   were   dated   in   following   month.     If,   by   any   possibility,   freight 
should  be  paid  before  end  of  month  on  materials  not  received  at  that 
date,  charge  such  payments  to  "Advance  Freight";  and  when  materials 
are   received   in   following   month,   charge   proper   account   and   credit 
"Advance  Freight"  by  journal  entry. 
Charge  this  account  with  all  payments  made  during  month. 
Balance  of  account  will  represent  accounts  due  and  payable, 
This  balance  should  be  verified  with  "Accounts  Payable"  record  monthly. 
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DIVIDENDS. 


♦— » 


This  account  is  to  be  charged  with  dividends  paid. 


♦ « » 


Note  : — At  end  of  fiscal  year,  close  this  account  into  "Profit  and  Loss." 
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PROFIT    AND    LOSS    YEAR 


♦  •» 


This  is  the  general  account  into  which  the  follow- 
ing accounts  will  be  closed  at  end  of  fiscal  year : 


■» » » 


PRODUCTION  

TRANSMISSION  

EXPENSE     

INTEREST  ON  FLOATING  DEBT 

TAXES    

HOUSE  &  LAND  RENTAL   

INTEREST  ON  BONDS  

MERCHANDISE   

ELECTRIC  CURRENT   


Note  : — The  yearly  closing  entries  for  profit  and  loss  are  to  be  carried  through 
this  account. 

At  end  of  fiscal  year,  close  this  account  into  "Profit  and  Loss." 
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PROFIT    AND    LOSS. 


■♦  *» 


This  account  is  intended  to  show  amount  of  undi- 
vided profits  of  company. 


-♦  * » 


Note  : — The  yearly  closing  entries  for  profit  and  loss  are  to  be  carried  through 
a  special  account,  "Profit  and  Loss  Year  ..."  the  balance  to  be  transferred  to  this 
account  at  end  of  fiscal  year. 
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